CONSOLIDATION OF RECORDS MANAGEMENT 
GROUPS WITHIN PHILIP MORRIS USA 


CURRENT SITUATION: 


Operating within Philip Morris USA are six independent Records Management 
groups. The Records Management groups, their service areas, and their 
responsibilities are' as follows: 


o The Finance department has within its structure a Records Management 
department dedicated to the exclusive management of that department's 
records. The department has a headcount of four full-time employees 
and two temporary employees. The annual budget for this department 
is $283,000. Services provided are in-house micrographics. 

Records Center operations, Records Retention Schedule maintenance, 
the coordination of inactive records transfers and disposal, and the 
management of a vital records program. 

o The Research and Development department has within its structure a 
Records Management department dedicated to the exclusive management 
of that department's records. The department has a headcount of 
three full-time employees and two COE temporary employees. The 
annual budget for this department is $165,000. Services provided are 
the collection, storage and retrieval of documents, microfilming, 
off-site storage of inactive records, issuance and tracking of 
reports, maintenance of Records Retention Schedules and future 
audits. 

o The Engineering department has within its structure a 

Records Management department dedicated to the exclusive management 
of that department's records. The department has a headcount of 
seven full-time employees and two temporary employees. The annual 
budget for this department is $612,445. Services provided are the 
management and maintenance of all engineering drawings and parts 
lists, the management and maintenance of all Make/Pack equipment 
catalogs, the management and maintenance of all engineering projects 
and administrative documents, Records Retention Schedule maintenance 
and program audits and retrieval and copy services for all 
records/documents managed. 
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o The Information Services department does not have a Records 

Management department. However, one full-time employee devotes 
approximately -one-third of his/her time to the Records Management 
function. The annual budget for this function is approximately 
$20,000. Services provided are Records Management training and 
program audits and the coordination of records disposal. 

o Corporate Headquarters provides records management services 

to the departments, including P. M. USA departments, located in 
the New York and Ryebrook offices. The department has a headcount of 
six full-time employees. The annual budget for this department is 
$498,000. Services provided are Records Retention Schedule 
maintenance, file analysis and reviews, off-site Records Center 
operations to include the Iron Mountain vault, the out-sourcing of 
microfilming and the coordination of file equipment purchases. 

o The Employee Relations Records Management department 

manages records for the following functional areas located in 
Richmond, Louisville, Cabarrus and various cities thought the United 
States: 


Employee Relations 
Leaf 

Manufacturing 
Manufacturing Services 
P. M. Products Inc. 

Science and Technology 

Tobacco Sales Force Field Offices 


The Employee Relations Records Management department has a headcount 
of ten full-time employees and four temporary employees with an 
annual budget of $698,000* This department establishes and updates 
user department Records Retention Schedules, maintains a 
computerized inventory of user department records, coordinates the 
transfer and disposal of records, provides in-house micrographic 
services and the hard copy storage.^of records, maintains the vital 
records program, and provides analytical/technical support to user 
departments in the development and maintenance of all aspects of the 
Records Management Program. In addition, the Records Management 
department supports the Engineering Records Management group by 
handling most of their micrographic operations. 
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BENEFITS OF CONSOLIDATION: 


Consolidating existing Records Management groups would result in the 
reduction of cost centers. Purchasing, budgeting, payroll, micrographic 
operations, etc. could be consolidated, resulting in more efficient 
operations and utilization of personnel and resources. This could result in 
a substantial cost savings to Philip Morris. Additional benefits of 
consolidation are: 

1. The consolidation of micrographic operations would allow uniform 
standards and criteria to be established. This would further result 
in the elimination of duplicate equipment and an overall reduction 
in the volume of microfilming required. Manpower would also be 
better utilized in filming operations. 

2. The consolidation of inactive Records Centers would allow storage 
space to be fully and more productively utilized. This would result 
in a reduction of records storage costs. 

3. Each Records Management group is presently being required to 
purchase Versatile or a similar records management software to manage 
records. If consolidation occurs the network version of Versatile 
now in service in the Employee Relations Records Management 
department could be utilized to manage all records at a substantial 
cost savings. Then only one Retention Schedule data base would have 
to be managed for all of Philip Morris USA. 

4. Consolidation would provide a more concise picture of the records 
holdings of the entire company. This would allow departments of 
origin or official file locations to be more accurately identified. 
Overall periods of retention could then be further reduced in areas 
not designated official file locations resulting in decreased 
storage/microfilming costs. 

5. In the event of records being subpoenaed during litigation or 
investigation, multiple sources must now be contacted to determine 
locations and maintenance responsibilities of the records in 
question. This has resulted in additional time and legal 
expenses to obtain necessary documents. Consolidation would 
eliminate this situation. 

6. Consolidation would assure uniform interpretation and maintenance 
of the Philip Morris USA Records .Harnageraent Program. During the 
initial implementation of the Records Management Program, it has been 
learned that uniformity has not been achieved. In fact, several 
departments have not fulfilled the program requirements. 
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7. Records maintenance requirements pertaining to retention and 
disposition of records may be questioned in a court of law. Proof 
that actions occurred uniformly during the normal course of 
business and supporting documentation will be required to defend 
the records management practices of Philip Morris- Consolidation is 
the most cost-effective and practical way to assure the uniformity 
and consistency required. 

8. Consolidation would assure the expedient dissemination of 
information pertinent to changes in the Records -Management Program. 
Disposal suspensions, notices of impending litigation/investigation, 
and changes in government regulations pertinent to retention could be 
more easily and accurately provided by the Legal Department. 

9. Consolidation would result in more concise and accurate reporting of 
information to management and the Legal Department. This would 
assist in planning for future resources to manage the Records 
Management Program. 

10. Through consolidation, operating and microfilm supplies could be 
purchased at reduced costs as a result of larger volume orders. 

11. Consolidation would result in less duplication of human and physical 
resources and better utilization of manpower. 


At this time, thirty full-time employees and ten temporary employees with 
combined operating budgets of $2,300,000 are being utilized to implement and 
maintain the Philip Morris USA Records Management Program. This does not 
include supervisory or managerial employees with other responsibilities. The 
consolidation of Records Management functions offers an opportunity to better 
serve the company operationally and legally, in addition to having a positive 
impact in the area of cost reduction. By the elimination of duplicate 
services, it would be possible to reduce the overall headcount by at least 
three positions. Some services such as the management and maintenance of 
Engineering equipment catalogs and parts lists probably would not be affected 
since these are unique departmental functions and are not requirements of. the 
Philip Morris USA Records Management Program. 

Other large companies and organizations which have established Records 
Management Programs manage their records utilizing a centralized Records 
Management department. Examples: Coca-Cola, Dominion Resources, Reynolds 
Metals, Best Products, Kraft/General Poods ? 3-M, Lockheed Corp., Commonwealth 
of Virginia and the United States of Government. Philip Morris USA should 
strongly consider the establishment of a centralized Records Management 
department to manage its records in the most cost effective manner possible. 
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